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A Visual Step-by-Step Guide











MyBiz Login Username
• If you already have a DCPDS user ID and password

– Log in using that information (e.g. gary.alexander-mgr)
– You will have the following new or additional responsibility 

• My Biz

• If you have never had a DCPDS user ID 
– Log in using your Social Security Number (e.g. 123-45-6789) 

for your user ID.  Be sure to include the dashes.
– See the next slide for password information
– You will only have the following option in the Navigator 

• My Biz



Initial Default Password
• 1st character – first letter of first name (UPPER CASE)
• 2nd character – second letter of first name (UPPER CASE)
• 3rd character – $
• 4th character – first letter of last name (lower case)
• 5th character – second letter of last name (lower case)
• 6th character – $
• 7th character – fourth digit of social security number
• 8th character – $
• 9th character – fifth digit of social security number
• 10th character – $

• Example
– Employee name: Jane Doe
– SSN: 123-45-6789
– Reset password: JA$do$4$5$



New Password Requirements
• At first logon, all users are required to create a password that

complies with these requirements in order to fully access their 
Self Service account:
– Password must be a minimum of (10) characters long.
– Password must begin with an alphabetic character.
– Password must contain a mixture of:

• At least two (2) UPPER case letters 
• At least two (2) lower case letters 
• At least two (2) numbers 
• At least two (2) special characters 

– Password must not contain any consecutively repeating 
characters.

– NOTE: Passwords expire every 60 days.



DCPDS User ID or
SSN with dashes

Initial Default 
Password



1. Initial Default 
Password

2. New Password 
(meeting all the new 

requirements)

3. Select a Security 
Question from the 
drop down menu

4. Provide your 
answer to the 

question you have 
chosen.  

(Note: Answers are 
Case-Sensitive!) 

5. Provide your work 
email address here

6. Don’t forget to click 
the ‘Apply’ button



How To Logon to MyBiz

Summary of Steps



How To Logon to MyBiz – First Time Users
Use these instructions for logging into MyBiz or MyWorkplace for the first time.

1. Access the Civilian Personnel On-Line (CPOL) web site  http://www.cpol.army.mil

2. Click on the Employee Login link. 

3. Enter your Army Knowledge On-Line (AKO) user-id and password.
NOTE:  if you have problems with your AKO password, please contact the AKO helpdesk directly.  Click on the AKO 
Helpdesk link from the AKO entry page (www.us.army.mil). 

4. From the CPOL Portal page, click on the Employee tab.

5. Click on the GO! button to the right of "Employee Data" heading.

6. Click on the MyBiz & MyWorkplace link.

7. When you get to the DoD ORACLE Applications login window
• Enter your social security number, with dashes, for your "Username" (e.g., 123-45-6789).
• Enter the initial password as described previously.
• Click on the Login button.



How To Logon to MyBiz – First Time Users
Use these instructions for logging into MyBiz or MyWorkplace for the first time.

8. You will see a "Change Password" window.
• Enter the initial password identified previously for the "Current Password"
• Enter a new password that matches all of the password requirements listed previously into 

the fields "New Password" and "Re-enter New Password".  
• Select a Security question from the pull-down menu.
• Enter the answer to the selected security question in the field provided.  NOTE:  your 

security question answer is case sensitive, meaning "blue" is different from "Blue"; you will 
need to remember how you answer your security question.  This is the only time you will have 
the ability to answer your security question.

• Enter your work e-mail address (e.g., john.d.doe@usace.army.mil or   
john.d.doe@usarec.army.mil).

• Click on the Apply button.

9. When the system accepts your new password you will see the DoD Navigation window.

Use this link to view the MyBiz user guide for assistance with using MyBiz:
http://www.spd.usace.army.mil/cpac/documents/MyBizUserGuide.pdf


